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Creating a Site

1. Navigate to the site where the subsite will be 

created

2. Click View All Site Content

3. Click Create

4. Click Sites and Workspaces

5. Enter Title and Description

6. Enter URL for your site

7. Select Permissions for your site

8. Select Navigation Inheritance

9. Determine Site Categories

10. Click Create
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Navigating a Site

 Navigating to your site
• From home page, Click Units Tab

• Click View All Site Content

• Expand Main Site

• Click on Subsite to Navigate to

• Recommend  book marking your sites

 View All Site Content
• This allows you to navigate to the various components of your 

site
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2. Click Drop Down by Units

Navigating to a Unit Site

1. Navigate to https://author.marines.mil

3. Click Unit Directory
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Navigating to a Unit Site

4. You can navigate to a Unit down two paths: 

View All Site Content or Unit Directory
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Navigating to a Unit Site: View All Site Content

4a. If you clicked, View All Site Content, Click the top level site the unit 

you are looking for is under

NOTE: This might take several levels of clicking down to get to the unit 

you want. Once there, Use your browser bookmark or favorites to get you 

there directly in the future
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Navigating to a Unit Site: Unit Directory

4b. If you clicked, Unit Directory, Click the Unit Type, Location, or 

Alphabetically.

NOTE: Once there, Use your browser bookmark or favorites to get you 

there directly in the future

4b. Click Unit from list
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2. Click View All Site Content

Creating a Site

1. Navigate to Site where subsite will be created
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Creating a Site

3. Click Create
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4. Click Sites and Workspaces

Creating a Site
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5. Enter Title and Description

Creating a Site

6. Enter URL Name
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Creating a Site

7. Select User Permissions

8. Select Navigation Inheritance

NOTE: Always use same permissions 

(inheritance) when first creating a site. This will 

add all the groups that need to be there even if 

you use unique permissions after you have 

created the site.

NOTE: Always use 

the top link bar from 

the parent site



UNCLASSIFIED

UNCLASSIFIED 12

Creating a Site

9. Determine Site Categories

10. Click Create


